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t 1  OF Application for D C I A I 7 W L l l I T  O? A R C I I V I 8  b IILITORY 

RECORDS DISPOSITION STANDARD i i C O n D 8  U n A O I w r i t  Drvxorom GEORGIA 

Office of Administrative Services , property control 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. [7 NO FURTHER ACCUMULATION ANTICIPATED 

Dates of Series 
= _  - 1974-date I DEPARTMENT STATE PETROLEUM CREDIT CARD KI@EST FILE - 

'*What is the  function of t he  o f f i c e  i n  which t h i s  record s e r i e s  is  created? 

The Office of Administrative Services provides centralized administrative services for the 
Department in the areas of accounting, personnel. and general services which includes 
budgeting, purchasing, property control, records management , and general office services. 
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1. This f i l e  contains the following documents (include form numbers and t i t l e s ,  if W Y  
and f i l e  arrangement). 

Pocuments relating to: 

Included are: &ficial State Petroleum Credit Card Request (DNR Form 10.1; and Request 
for State Credit Card (no form #).  

the issuance and maintenance of official State Petroleum Credit 
Cards by the Department of Natural Resources 

ATTACH SAMPLES OF THE F I U  



13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  [XI [ 1 

[ 'I [ X I  

[ 1 [ X I  

16.  Does t h e  s e r i e s  contain c l a s s i f i e d  informatiori requi r ing  secu r i ty  handling? [ 3 [ X I  

3 [ X I  

[ 3 [XI 

,i I 
1 4 .  Is t he re  a dupl ica t ion  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is t h e  information contained i n  t h i s  s e r i e s  ever  s h a r i z e d  o r  published? 

., 

; '  

Attach copy of summary o r  publ ica t ion .  

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency policies and procedures? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of  i t) regular ly  microfilmed? If  yes ,  why? 

20. Does t h e  record ser ies . iprovide da ta  as input  t o  an EDP f i l e?  

21. ~. Does t h e  record s e r i e s  ~ contain - ~~ documentation ~ produced ~ ~~ -~ as ~~~ EDP .~ ~ pr in tout?  ~ 

[ 1 [ X I  

[ 1 [ X I  

[ 1 [ X I  

22. Has t h e  Federal Government i ssued  in s t ruc t ions  goveqing  t h e  retent ion/dispo-  [: 3 [XI 

23. Will t h e r e  be a need f o r  these  records 10, 15  years  from now? If  yes ,  what? [ 1 [ X I  

s i t i o n  of these  f i l e s ?  

_-- _ _ _ _ _ _ _ ~  
24. REQUIREMENTS. The following requires  the f-;Les t o  be k e p t  (see below) 

a. [ ]STATE b.  [ ]STATUTE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  v]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD ' L A W  DECISION VALUE 

(Cite Law, S ta tu t e ,  or other reason for  t he  r e t en t ion  requirement) 
I nd i v idua l  c r e d i t  card i s  issued for  each vehic le .  C r e d i t  card records n o t  needed once 

v e h i c l e  has been turned i n  t o  Surplus Proper ty  D iv i s ion .  
----I -- .-__-___ - 

25. AGENCY RECOMMNDATIONS.  This agency recommends t h a t  the  f i l e  s e r i e s  be cut off at the  end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -#]OTHER ~ - , then: 

Kx] Hold i n  t h e  current  f i l es  area ' month(s)/ year(s):Other 
[ .] Transfer  t o  [ 1 S t a t e  Records Center [ 1 Local Holding Area; hold 
[ ] Destroy. 
[ ] Transfer  t o  S ta t e  Archives f o r  permanent re ten t ion .  

. y e a r ( s ) :  

[ 3 Destroy immediately a f t e r  cut-off. 
VX] O€her: (Specify) Hold in current files area until vehicle i s  turned into D . O . A . S .  

that vehicle. 
State Surplus Property Warehouse ; then 

NOTE: C r e d i t  Card w i l l  be destroyed when vehic le  i s  turned i n t o  D.O.A.S. State  
Surplus Property Warehouse. 

( Indica te  b r i e f l y  ra t ionale  fo r  reconanendations aboue/or wr i t e  addi t ional  remarks) : 


